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Bibliographic recod

enter

FOR:  (enter title of item)

Select Matching Title

Class: F, JF, DVD, etc

Cutter: Author

Price: $$$

Circ Stat: select

Choose Template

NO Template

Branch: Use default Template

Collection: Existing Template

Location: Select matching item type:  Book, DVD, Audio, etc

Type: Click OK

Loan: Complete all bibliographic fields

Fine: SAVE, continue saving to

Stat:

Owner:

Follow steps from add item in

matching record steps

Holdable: ???

If no matching record is

found follow steps for

No Matching Record

Record Match No matching Record

Loadable outside of system:  uncheck

Enter or Scan Barcode to save

Cataloging Items

Cataloging

Search Again

X out - close window

Search again

When you find a

matching title follow

Record Match steps.

     Add Item

Along the bottom bar

Select from drop downs

     OK - verify all info is correct

If no matching record is found

     Add Item

Top lefthand corner

click New document

From Drop down

Select

Bibliographic Template

go to the 'databases' tab click

select all' and search title again



Cataloging Items


